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 Creating a Performance Plan  

1. Log into SPACE using the Systems Launcher on the Human Resources (HR) Portal: 
https://hr.nasa.gov/  

 

 

Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN).  

  

To access your direct-reports/employees’s 

performance info:  Click the Supervisor View Tab 

To view your performance plan: Click Your 

Performance Plan 

https://hr.nasa.gov/
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2. Click the Supervisor View tab (if not already selected) 

 

3. Select an employee whose status is Plan Not Started (click on Name) 

 

4. In the Plan Summary tab, click Select next to Create a New Performance Plan 

 

5. Add a Critical Element using one of the three following methods: 

a. Using the Element Library 

i. Click Select in the Job Title section next to Choose Critical Element Based on 
Job Title 
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ii. Click Select for one of the Critical Elements in the list 

 

iii. See Steps 6-10 for Clarifying Notes, Strategic Alignment, and SAVE 

instructions. 

b. Using the Search feature 

i. Enter a term in the Enter search terms… field 

ii. Click the Search button 
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iii. Select from one of the following options: 

1. Click Select in the Job Title section next to Choose Critical Element 
Based on Job Title 

 

2. Click Select in the User Provided section next to Choose Critical 
Element on user entered Critical Elements 

iv. Click Select for one of the Critical Elements in the list 

 

v. See Steps 6-10 for Clarifying Notes, Strategic Alignment, and SAVE 

instructions. 

c. Using a Custom Element 

i. Click Select in the Custom section next to Create your own Critical Element  

 

When a Supervisor creates a 

Custom Critical Element for an 

employee, the Custom Critical 

Element is saved in SPACE library 

and available to use at any time. 

The supervisor and 

administrative officer can access 

Custom Critical Elements by 

using the Search Critical Element 

feature.  
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ii. Enter your custom element in the text field provided 

iii. Click Save Record 

 

6. Enter text in the Clarifying Notes text field 

 

7. Enter text in the Strategic Alignment text field 

8. Click Next Page 

 

9. Review the model standards and indicators and make appropriate updates in the Level 5 and Level 3 

text fields, respectively 

10.  Click Save Record 

EXAMPLE????? 

EXAMPLE???? 

EXAMPLE???? 
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11. As needed, click Add Additional Element  

a. Repeat step 5 - 11 until all Critical Elements have been entered 

12. Click Complete Plan (NOTE:  Non-supervisory employees must have a minimum of TWO critical 

elements and at least one is aligned to a strategic goal). 

 

13. Review the completed Plan 

14. Click Notify Employee 

15. See Supervisory How-to-Guide called Completing & Signing a Performance 
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 Duplicating a Plan from another Employee’s Current Performance Year Plan 

1. Log into SPACE using the Systems Launcher on the Human Resources (HR) Portal: 
https://hr.nasa.gov/  

Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN).  

2. Click the Supervisor View tab (if not already selected) 

3. Select an employee whose status is Plan Not Started 

4. In the Plan Summary tab, click Select next to Duplicate from another employees current 
performance year plan 

 

5. Click the radio button next to the employee’s name from which you would like to duplicate the current 
year’s performance plan 

 

6. Click Copy Plan 

7. As needed, refer to Step 11 in the Creating a Performance Plan job aid above to add additional 
elements 

https://hr.nasa.gov/
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8. Click Complete Plan

 

9. Review the completed Plan 

10. Click Notify Employee 

 

11. See Supervisory How-to-Guide called Completing & Signing a Performance 

 

 Duplicating a Plan from a Prior Performance Year Plan 

1. Log into SPACE using the Systems Launcher on the Human Resources (HR) Portal: 
https://hr.nasa.gov/  

Note: SPACE must be accessed from a NASA computer or via Virtual Private Network (VPN).  

2. Click the Supervisor View tab (if not already selected) 

3. Select an employee whose status is Plan Not Started 

4. In the Plan Summary tab, click Select next to Duplicate from prior performance year plan 

https://hr.nasa.gov/
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5. Click the radio button corresponding with the performance year from which you would like to duplicate 
the Plan 

6. Click Copy Plan 

7. As needed, refer to Step 11 in the Creating a Performance Plan job aid above to add additional 
elements 

8. Click Complete Plan 

9. Review the completed Plan 

10. Click Notify Employee 

11. See Supervisory How-to-Guide called Completing & Signing a Performance 

 


